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 Submitting Data to the Institutional Repository 
Visit the Montclair State University Digital Commons site at: https://digitalcommons.montclair.edu/ . 
Login to the site and click on the ‘Research Data’ link on the homepage. 
 
 
  
Next, click the ‘Submit Research’ link on the left navigation bar: 
 
Finally, fill out the Research Data Submission form and upload or link to your datasets: 
 
Uploading Your Files 
 
Upload file: Select from one of the 
three options, and follow instructions 
or the selected option. We recommend 
the upload of files when possible. 
 
 
Additional Files: If you have 
additional files to be uploaded, please 
check the box. You will have an 
opportunity to upload those files on the 
next screen. 
 
Submit: Upon completion and review 
of the form, select “Submit”. 
 
For larger files, it may take a while for 
the files to upload into the system. 
 
 
Upon completed submission you 
will see a screen similar to the one on 
the right. 
 
Please review the “Submission 
Metadata” for accuracy and 
completeness. 
 
 
 
 
 
You will be able to make revisions until 
the time the item is posted to the MSU 
Institutional Repository. After the 
material is posted, to make revisions, 
please contact the administrator at 
digitalcommons@montclair.edu. 
 
 
Following the submission of your data, the administrators of the MSU Institutional Repository 
will review for completeness and will post the Repository as soon as possible, usually within 2-3 
days (excluding weekends and University holidays). 
If you have questions about submitting data to the MSU Institutional Repository, please do not 
hesitate to contact your liaison librarian or the Repository administrators 
(digitalcommons@montclair.edu). 
 
